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Documents Branch
CENTRAL INTELLIGENCE GROUF

20 January 1947
OFFICE uiMORANDUM NO 1

SUBJZCT: Organization and Functions of Offices, Frojects

and Sections

1. All previous directives pertaining to the organization
and functions of Offices, Frojects and Sections of this Branch

are hereby rescinded.

2, Bffective this date the organization as outlined in

Annex 1 to this memorandum is hereby established.

3. Bffective this date functions of subordinate offices,

sections and projects are as established in Annex 2,

For the Chief, Documents Branch:

25X1A

Adm, Officer

lﬁ?STRICTuD ; ‘
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Annex #1
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inney No 2

DET4LILED FUNCTIONS OF SUBCRDINATE SFCTIONS
- DOCIENTS. BRANCH -

1. . Office(ofvthe Chief, Dééﬁments.Branch.'ﬁ

8- PesponSJble +to the Assistant Director for Operatlons,
CIG, for the fulfillment of the Documents Branch mission, -
_;erformlrg functlons llsted belov subject to CIG directives
and policies. .

. b.,.Jstgbllcheg rolicies and Irocedureu necessary 1o
carrV out the mls¢1on.

R Prescrlbes the organlzatlor and functions of subordi-
nate off:ces, 1rog ects ord sectlons. -

4. Direqts the 3581gnment of yersonpel to subordinate
offices, rojects and sections. ‘ ’

e, Tstebliches priorities for work urdertaken by
Documents Branch. '

.£f. &pproves all summaries, translations and resesrch
rrojects prior to publication,

.g. Recommends to OGD distribution lists for Documents
Branch publications.

. h. Resronsible for all security mstters Iertdlnlng to
the Documents Branch,

2. Admiﬁistration snd Security Office

" &. Ferforms rersonnel administration for the Army, Navy
and Civilian components of thre Documents Brench.

b, Isintaine such statistical records s sre nrecessary to
rresent ¢ clear picture of the persornrel sitvation at all times.

c. ‘Assigns personnel to projects end sections in accordance
with the policies and decisiors of Chief, Documents Branch.

d, Studies rrorer utilization of ancillary jersornel-
meking pertinent recomsendstions to Ch:ef Documents Branch.

CONFIDENTTAL
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e. Prereres studies of future rersonnel requirements.

f. Txercises supervision over zll security metters,
insurirg compliance vith CIG regulstions and recommending
implementetion of sbove regulations to mect locgl requ*remehts.

_ g, Publishes end malntclrw up to dgte Documents Branch
Security Regulations.

h.. leinteins roster of duty rersennel.

i, lizkes periodic imsrection of orgenization to insure
complisnce with security reguletions,

" j. Provides for surply and services.
k. Controls allocation end utilizetion of srace assigned

to tke Documerts branch.

1. Haintsirs necessary liasison with sdmiristrative,
suprly and services, and security officers of CIG.
m. Operstes the Documents Branch message certer,

n.. Meintains central corresypondence files.

3, Control and Plarnrning Office .

g. Continuously studics the irternal orgarizetion of
the Documente Branch and recommends nececsary charges to the
Chief, Docurents Brsrch with the objective of improving the
organizatior,

b, Meirtains the statistical records necessary for
rroduction and control and the prersration of rrogress reports.

e. Prerares progress rejorts for use of the Chief,
Documents Branch and for submission to Higher Fchelons.

'd, Determines routing of all ircoming Intelligerce Fubli-
cations and other background intelligence meteriel to personrel
of the Documents Branch ,

e, .Receives from the Office of Collection and Dissemination
all requirerents for translations, loands of documente, &nd
continving document exrloitation projects.

f. A4ssigns action on ezch requirement as directed by
Chief, Documents Branch. :

CONFIDENTIAL
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g. Msintains files of &1l requirements and records of
action tsken,

h. A]WOcctes to and cortrols flow of work through
Regional end Scientific Projects, and Publication Section.

i. Conducts technical lieison with Stste, Tar, and
Navy Depertment zgencles whenever necessary to clarify requests
or to furt ser continuing document exy 101tatlon }rowectu,
. j. Arranges conferences between Documents Branch lin-
guists ard snalysts of CIG and other autkorlzed agen01e° to
scan documents of particuler interest.

k., laintzins files of &ll Documents brench ara Tachington

iy,

Document Center rublications.

4o Scfeening Section

&. Receives srd assigns Documente Zrarch numbers to ell
incoming documerits.

b, ~ Sorts and sbstracts documerte of intelligence jnterest.

c. Sorts and consigns documents to De}ertrept of Commerce,
to Ilbrary of Congress, and to storaﬂe.

d. Foriards documents with abstract slips to Librafy
Section. v }

5. Library Section

&, Classifies, catzlogues, labels and shelves &1l Foreign
Lengrege documents required by Documents Brerch.

b, Fulfille requiremente for loen of documents to Office
of Collection and Dlssemﬂretnon or to rersonnel of Documents
Branch, ' :

[ -

6. Regionel Pro*ccts

“a, Summerize or deP"thL ‘documents pertaining to its
sssigned geogrerhicel ares, excert ccientific and technicel
docurcrts

.

b, Perform such exploitation frojects s arc reguired.

CONFIDENTIAL
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c. Check =ll summeries, tranelations end research reports
to insure equstion of meaning betvieen original documents and
completed work.

d. Mzintain indéxes of documents pertaining to it assigned
area in sccordance with the Besic Intelligence Directive, :

€., Meintain esrd files of industrisl information to meet
intelligence recguirements of using agencies. i

7. Sciertific Project

Ferforrs same functione &s those zssigrec tc the Regione
Frojects with resyect to Scientific end Teckniczl documents only.

€. FPublication Section

&. Fdits ebstract slips for accession lists.

b, FEdits all trenslations, rescarchk rerorts, a&nd other
products of Documents Braznch to insure editoriel correctness
without modification of mesring contained in originel documents.

. ¢, Prepares mekeur and layout of meteriel in consultztion
with Project Chiefs ard the Resesrch Congultent,

d. ERerroduces, within the limits of zveilable fzeilities,
the reports, trenslations, esccession lists, and other publiceticns
in the forms end quentity necessary to fulfill requests.

e. Maintsins liaison with the Centrzl Intelligence Group
reproduction facility for the purpose of obteining tyree of
rerroduction not possible with Documents Branch fecilities.

I, bets es & steff wdvisory section to the Chicf Documents
Branch on any rubliceticns metters.,

€. Mainteins a t@ring rool and sllocstes typing work in
order to mnct off1c1ert1y uqc this tvlc of rersonnel,

h. Preperes meps, chorfs, snd tcbles roqulred in repro—
duction of its publlcgtlons

i. Proofresds &nd rechecks all meterisl before reproduction.

J« Services Documents Branch with forms, bulletins, ete.
required in Branch Operetions.
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